Creating/Locating a State Staff ID for new staff
For Infinite Campus District Edition users only
2009-2010

Background: For 2009-2010, MEDMS will be the only system generating State Staff
IDs. The following procedure is required for District Edition users to add a State Staff
IDs for new staff into Infinite Campus.

Note: Any staff information entered into MEDMS by District Edition users will be
updated and overwritten regularly by automatic data transfers from Infinite Campus.

Necessary URL:
MEDMS: https://www.medms.maine.gov/MEDMS/Medms_Welcome.aspx

/ 1. Login to MEDMS \
2. Select:
Application:Staff / Action:Add
3. Enter a social security number
4. Click search

- )

/ If the staff member appears, \ /If the staff member does not appeaD
copy the State Staff ID (Figure A) and paste it enter the required fields on the Personal page,
into: and click Save. Then, copy the State Staff ID

(Figure A) and paste it into:

Infinite Campus>Census>People>
Demographics>Staff State ID Infinite Campus>Census>People>

K (Figure B) / K Demographics>Staff State ID (Figure B) J

AN AN
L The staff record should not be updated in \ G he remaining information (on SAUs and Job _

MEDMS. Instead, enter this information into Function tabs) is not necessary in MEDMS.
Infinite Campus District Edition. (See “Note” Instead, enter this information into Infinite
above.) Campus District Edition. (See “Note” above.)

Disregard the message reminding you to add
\ j k SAU employments and job functions.

See page two (2) for screens shots.
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